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Soviet
document entitled "Instruction for-persons ¢leared for
secret, top secret, and special importance documents i
the State Scientific-Technical Committee "of the: Counc1l
of Ministers USSR", This .document was 1ssued in Moscow
on 14 November 1959 and was, st111 in force m l'ate'lg()l
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Comment: Thls Commlttee is. now called the
State Ccommittee 1or Coordmatmn of Sc1ent1f1c-Res arch
~ Work. :
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. .Chairman of the State

-Scientific+Technical Cogmittee .
of the Council of Ministers USSR

- 14 November 1959

for pefsohs cleared for secret, top éecre't, and special / .
‘importance documents in the :State Scientific-Technilcal [
' Committee of the Council of Ministers USSR - S

~ 50X1-HUM

. 50X1-HUM

P

ITNSTRUCTION

: ' ‘Yu. Maksai:ev ;Vb

N

4

‘Mosc‘:ow.,, 1959

N

L =2

. §-E-C~R-E4T

¥
'

50X1-HUM

L. Declassified in Part - Sanitized Copy Approved for Release 2013/08/07 : CIA-RDP80T00246A030100040001-2

J



i~

Declassified in Part - Sar]itiz_ed.C')opy Approved f(:(r Re]eass 2013/08/07 : CIA-RDP80T00246A03010_0040001‘-'2

et

dcaseskoi,Oﬂﬂnabﬂnemssnm,for the temporary use. of. other

. -of work and documents, i.e., not to allow classified-in-.
. formation to be divulged in unclassified documents, - or to*
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Secret

Responsibilities of Persons Cleared for Special'

Importance, Top Secret, and Secret Work and Documents’

1. Every person cleared for special importance, top = .
secret, and secret work and documents may use or familiarize
hlmself only with the work and documents .that concern h1m
by virtue of official duties discharged.

2, Top secret and secret documents, as well as special
articles (spetsizdeliye), are obtained by the executor = .
(ispolnitel) through the secret section (department) or - @
its authorized representatives. Special importance docu- 5,*nf
ments may be obtained in the secret section only by the-
executor personally, and he can work with them only in
specially ass1gned rooms, .

3. Executors are permltted to turn top secret: and
secret documents over to Supervisory personnel and . also,_in

workers of a given functional subunit cleared for ‘such .
documents, against their signature when they are outside
the secret section. It is the duty .of the executor to get
the transmltted documents back.

Ca

4. .Persons cleared for special importance, top secretl*;
and secret work and documents mUSt ‘ wyf;‘wf

a. determine correctly, in accordance w1th the 11st
of information that constitutes a state. secret and other
information subject to classification, the classification:'

class1fy documents not containing ‘such 1nformation,

b. prevent unnecessary reproduction of special 1m
portance, top secret and. secret documents“ e L

" 8+E-C-R-E-T .
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c. present at the first request of the secret section
personnel, -all special importance, top secret, and secret’
-documents and special artldles for checking,

d. return in good time special importance, top secret
and seécret documents, as well as special articles, which
are no longer needed; ‘/

e. not' to keep, during working hours, spec1a1 importance,
top secret, 'and secret documents, as well as special articles;
in a place that would make it convenient for other persons
to observe them, even if they are cleared for such work and
documents, but are not directly concerned with them;

b upon completion ‘of work special’ importance, top
secret, and secret documents, work folders, or special °
sealed cases must be turned in for safekeeping to the
secret section, which issues a receipt.

In exceptional cases, keeping of top secret and secret
documents in.the executors' personal safes is allowed by .
permission of the head of the establishmefit' or the chief.
of the secret section. Upon completion of. work the safeS'
must be sealed with a stamp or seal

g. maintain strict secrecy in work, suppress actionS'
and deeds of other persons, which may lead to divulging
of special importance, top secret, and secret information,
and report such facts to.the secret section,i oL

h. in case of loss of special importance, top secret . 4
or secret documents or special articles, immediately report o
this to the.secret. department (section), . . R

) i. when going on leave or departing on’ offic1a1
travel, account to the secret section for all special im-
portance, .top secret, and secret documents and special
articles charged out to then; ; ;

) . know well and observe precisely a11 regulations T e
for registering and safekeeping documents ahd special
artit¢les that are provided for in. ‘thisilnstruction "and. other
documents’ for ensuring the safekeeping of state secrets;

= 50X1
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k. submitj at the request of the chief of the secret ﬁ v
section, oral or written explanations of violations of the\
established procedure for fulfilling secret work,- registration,

..-and safekeeping of special importance, top secret, and : B
- secret documents and spe¢ial articles, and their handling,
as well as the faces concerning loss of documents and special
varticles, . .

1. draw up special. 1mportance, top secret,'and secrét"i'
documents only on special writing pads, workbooks, and .c.
sheets of paper, registered in the secret department (section)

) When getting workbooks the executor must determine the .
classification and the title according to the nature of. the o
entries to be made in them.' N

5, Persons cleared for special importance, top secret""'"f
and secret work and documents are forbidden\tp* PR

a, visit foreign representations (embass1es, m1551ons,-
consulates), and to come into contact with foreigners .2’
directly, or through other persons. T

Note: Persons who by vittue of their work or"

wik while discharging their assigned duties, have. to have‘ :
contact with representatives of foreign comntries, will .

be ‘guided by the decrees of the Presidium.of:the’ Supreme :
Soviet of .the USSR, resolutions of the Counc11 of Mln—. .
isters of the USSR, and special instructions. :

b. mention unnecessarily spe01a1 importance, top
secret, and secret information and make reference to the: o
*urgency and importance of fulfilling government - a551gnments:.g{."
in letters sent i other agencies in regard to supply. of, PR
".component articles, various materials,’ and the sending out
of documentation, : . h

c. use special importance, top secret, and secret ' =
information for unclassified’ articles, reports, and speeches

_ d.. make known to anyone (including relatives), orally
or in ‘writing, special importance, ‘top secret, andvsecret o

| ‘;y)f;f'

, S

S-E-C-R-E-T

" 50X1-HUM

'
Attt st e e = o 4 = 8

L Declassified in Part - Sanitized Copy Approved for Release 2013/08/07 : CIA-RDP80T00246AO30100040001-2" |



Declassified.ip Part - Sanitizéd »Copy Approved f&r Re]easg 2013/08/07 : CIA-RDP80T00246A030100040001-2‘

S-E-C-R-E-T . : i '
\ | 50X1-HUM
‘ | .50X1

data, and the nature of work being done, production output, i
1ocat10n, and the guard and pass system of the enterprlse, : S i
unless this is called for by official need L -

e. make any kind of special importance, top secret
and secret entries,; copies, sketches, and calculatlons or..-'
draw up other similar documents in personal nbvtebooks or '
on unregistered sheets of paper, :or store unclassified !
and classified documents together; X

f. conduct open conversations by telephone, radio, or
telegraph about special importance, top secret, or secret
subjects, or record such matters using magnetic recorders.

Note: Transmission of secret information over
government communications telephones is carried out ° e
in compliance with the regulations for using these o .
telephones. B S

g. perform special importance, top secret, and secret‘
work at home, take special importance, top secret and S
secret documents, as well as special articles, out of the -
establishment without special permission from the director,
of the establishment or the chief of the secret ﬁepartment
(section), or keep on the person such documents and spec1a1 R
articles while on official trips.

h. make copies of special 1mportance, top secret, or
secret documents, Or:turn over personal workbooks to: other
subunits without getting permlssion from the sedteb de-
partment (section);

i. destroy draft and.extra typewritten copies of o

. special importance, top secret, and secret documents and ' ;

defective special articles w1thout the knowledge of the
secret department (section);

LT

j. leave unlocked, when departing, the premises and .
repositories of special importance, top secret, and secret
documents and spec1a1 articles; ‘

R . 50X1
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: 6. Drafts prepared for typing must bear avclaSsificﬁtiopvi"fflAﬁ“'
~stamp, an”indication as to the number of copies required;. /" . ’
".their distribution, and the name of the executor. .- e

4 7. When receiving typed documents from the.typing,office:"{
the executor must check them to see if they bear -the correct = '
classification and if they bear the registration number of ~
“ the typing pool, check the number of typewritten‘gopiQSaand
sheets against the appropriate notations -on the fegistration‘ﬂj'
“card or in the registration book, and sign. (indicating:the : | "
. ddate) .for the receipt of the typewritten copies and drifts.

8. . Spevialiimportance, top secret, and secret docu= .
ments intended for forwarding are turned over to the secret:
. department (section), tpgelhemxwitbcthewdﬁaftﬁcopies;by;thegj'
... 8xecutor, who gets a receipt for them. The executors.must:
turn in, in a timely manner, all spoiled or extra type- ./
written copies of the documents to the secret department. -
(section) for destruction, and must not allow the accumula-
.tion of unnecessary documents, deafts, and workbooks'iﬁ‘g
their own safes (special case, work folder). '

Determining the Classification

9. Documents, publications, special articles, and work
are divided into the following categories according to the: .
degree of secrecy: e A
a. . Top secret spedial 1m§ortahée;
b. Top secret; : o S N
— ¢. Secret
and are stamped accordingly. . = . . ' L f‘;

Use of other classificatibn.étahpé~is forbidden. . - -

S-E-C-R-E-T . . ‘:' : ;
50X1-HUM
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10. The classification of documents, as well as
of extracts from them, is determined directly by the *
executor and the person who signs the document on ' :
the basis of the list of information that constitutes f N
a state secret and other information subject to
security.classification_byo the GNTK USSR, as well
as the list of informatiom that is not permitted to -
be published in the open press or transmitted over
radio and ‘television, published by the Chief
Directorate of Literature and Publishing Matters
of the USSR.

i

Registratioh,‘Séfekeeping and.Repfoduction

of

Special Importance, Top Secret, and Secret Photographic Documents .~ - .

—
‘

11. The laboratory technician is respomsible for :. -
the safekeeping of exposed film, negatives, and.photo="
graphs during processing. } S

" In those cases when special personnel are assigned -

to the photo lab' to perform individual operatioms,
. the films, negatives, .and photographs must be signed
for as they-are transferred from one to another. C

' 12. The completed orderdand the reieqﬁéﬁére}tﬁrﬁed,y<7u
over by the photo lab to the secret ‘dépaxtient (section) -
and a receipt is issued. : S

ot

 Reproduction of Documents and the Registrationldf potSedrét'.;'
= , , ; 7

: and.SeCret:Publicationé by Printing and Mimebgraphing f |

13. -Top secret.and secret publicationS'mayfbe‘ e
published only in a strictly controlled number:‘of copies. '
and be sent out only, to -those establishments where there o

[
Mo

-

- . .

] . . .
{ .

i
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is a real need for them by virtueéof the work performed !

there. The number of copies of Stch publlcatlons and .

the lists of establishments to which they are to be
distributed are approved by the director of the . .
establlshmentu ‘ _ IR

Typing of Documents

14, Typing of special importance, top secret, and :
secret documents is carried out in #&solated premises,. -
specially adapted for this purpose (typ1ng office), by’
typists cleared for this type of work and documents. :

15. The handwritten and typewritten drafts of. i
material are received in the typing office by the L o
chief typist, who issues a receipt for them. At the R
same tlme, the registration number of the typlng ' : S
office is stamped on the draft copies.

16. The upper rlghtahandcorner of the flnlshed
typewritten document must have the classification,
the copy number, and, when necessary, serial letter
"K'" or the notation "EyescOnly" ("Lichno"). On the
reverse side of the typed document the typist .
indicates the numbercof typed copies, to whom they
are being distributed, the name of the executor, -
the date of typing, the number of sheets in the ;
draft, and her own initials. .

17. The fully typed document is registered by the
typing office under a new number; at the same time .
reference is made on the.document, and in the ;
registration card, to the number of the document from - . 4
which it was retyped. ' S

18, Taking dictation of top secret and secret
documents directly on the typewriter or in shorthand
is done only in isolated premises that exclude the }
possibility of eavesdropping, and in the absence .of o
persons not directly concerned with such a document 4

. 50X1
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. -19. At the end of the working day all reg1strat10n

" books, as well as all documents that have not been. ..

finished by the typists and have not been returned.

~ to the executors, are turned in by the chief - typlst

"' to the secret department (section) for safekeeping
“in a special work ‘folder or a special case.

‘ Conduet of Business

20. Files and references to them are issued only" ,
to those executors whoare directly concerned with:the ;"
documents c¢ontained in these files. Upon familiar- :.

- izing himself with the documents the executor s1gns :
. and dates them. S

) 21, A f11e 1ssued for work must be returned the
same day, without fail, to the secret department
(section). Leaving f11es in special cases or.
personal safes at the end of the working day by
- executors is forbidden’

22. Extracts froij;and copies of, special 1mportance,,_;_;..
top secret, or secret documents are made only with - v

the knowledge of the director of the establ1shment

.or the chief of the secret department: (sectlon)
Extracts from,and copies of, special 1mportance, .
top secret, and secret documents received from other
estab11shments,1f they do not contain information . R
directly related to the production activity of the o
installation receiving the documents, are made only . '
with the consent of the director of the 1nsta11ation
from which the documents came,

23. Making cop1es of special 1mportance, top £
secret, and secret government dec1s1ons is forbldden,v;

When it is necessary to make reference in- unclass1f1ed'“"'
matter to special importance, top secret, ‘or secret
government de01sions, only thelr numbers and dates may

" be indicated. . : 'A_'ifﬂr.
| S soX
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Cipher Telegrams at Establishments Which Do Not Have i b e

Cipher Components

24. Outgoing cipher telegrams are written only on"" .
special blanks, in single copy, by hand, in ink, ' .
clearly, briefly, without abbreviating words, and’ I
without erasures. All corrections of the text are J
specified and verified by the executor or by the L

~person who signed the cipher telegram.

The cipher telegram must show the name of the - . - .
executor; a notation is made "Written without a draft"
or "...pages of draft attached" and the executor o
signs it. : ’

“25. All draft copies of the cipher telegram are.
turned in by the executor to the secret department'
(section), and are destroyed by the section worker, .
who makes a notation of their destruction on the '
reverse side of the original copy of the cipher
- telegram. ‘

26, Persons having contact with ehciphered
correspondence are categorically forbidden to:

a. make copies of cipher telegrams and conduct = - . T
open conversations about their contents by telegraph,.’ -
radio, or telephone, including high frequehcy;(V\Ch);; e

b. transmit the text of the same messagé both in
cipher form and in the clear; :

c. use texts of cipher messages in unclassified o
letters, memoranda, communications, reports, or orders;

d. reveal the contents of cipher messages'to_pefsons‘“
not cleared for reading cipher telegrams and for writing
' them; . B

e. make reference to cipher telegrams in unciaSSified?
letters and open telegrams. : S :

] Lo BOXT
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. Using Documents While on Official Trips

27. When on official trips (while traveling), it is |
forbidden to have special importance, top secret, and
secret documents on one's person.

Library of Top Secret and Secret Publications

28. Secret and top secret publications arriving at
the State Scientific-Technical Committee of the
Council of Ministers of the USSR are stored in the
secret part of the library of the State Scientific-
Technical Committee of the Council of Ministers of
the USSR in steel cabinets. The secret part of the
library is under the control of the secret section of
the State Scientific-Technical Committee of the Council
of Ministers of the USSR.. 5

29, Top secret and secret publications releasédﬂczl

.to readers (subscribers) for use in their work are

signed for on a library withdrawal card (form No. 8).

Conferences on Secret Matters

30. Conferences on secret matters in depértments :
and groups may be called for only with the permission- .
of the Committee leadership or a department chief.

Persons calling a conference on secret matters
must, in all cases, notify the chief of the Secret
Section in advance.

31. . Conferences on secret matters may be attended
only by those persons who are directly concerned with -

‘the matters under discussion and are cleared for secret

work and documents. Al) participants must have with.
them their clearance certificates for secret work and
documents, with the exception of those who are cleared

-12~
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for secret work by status, in accordance with the
Instruction for Ensuring the Safeguarding of State |
Secrets in Establishments and dhterprises of the USSR.

Release

32. Release of persons cleared for special im-
portance, top secret, and secret work and documents
is effected only after the secret department (sectiond
confirms that all secret documents charged out to him
have been returned. ‘

Penalties for Violating the Instruction

33. Persons guilty of divulging information that
constitutes a state secret, losing documents containing
such information, "or losing articles, information about
which constitute a state secret, are subject to pro-
secution by criminal law.

’ N .
Persons guilty OE divdlging secretyinformation, loss’
of documents containing such information or articles,
information on which.is classi¥fiéd, or violating

this Instruction, are subject .to disciplinary penalties
by the leadership f . the establishment, and may also

be removed from special.importance, top secret, and
secret work. ‘

Chief of the Secret Section G \;
of the GNTK USSR © . 50X1-HUM

‘ - 50X1

' . 50X1-HUM
’—‘A. Alferov|:| - 50X1-HUM
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